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Introduction

Purpose

This course will familiarize you with selecting search criteria to create specific subsets of
the CAIRS database. After creating these subsets, you will learn how to create various
reports on the resulting data. Y ou will learn how to save a set of search criteria so that
you can useit again later, or to edit the set and save it under a different name.

Objectives
The following topics will be discussed in this Reference Manual:

Purpose and functionality of the CAIRS SEARCH AND DISTRIBUTION page

Creating, saving, retrieving, using, editing, and deleting search criteria

Creating listings, user-defined reports, accident cost reports, and injury/iliness
cost reports

Clearing the contents of the CAIRS search page and reinitializing the search area
to create a new search.

Search and Distribution

The Sear ch and Distribution option on the CAIRS DATABASE MODULES menu is for
performing data searches and detailed analysis of the CAIRS data. This option allows
you to create a subset of the CAIRS database, called a search selection, that you can then
sort and format into user-defined reports. Thisisthe most powerful option in CAIRS, but
also requires the most user input and knowledge to be effective. The SEARCH AND
DISTRIBUTION menu provides five options as shown in Figure 1.

CAIRS Search and Distribution ®

Use Previously Stored Search

Create Search Organization Code Lists

Ad hoc Reports Flush/Start over
Figure1l: CAIRS SEARCH AND DISTRIBUTION M enu

Menu Option Function

Use Previoudly Stored Generate reports and distributions from a previously saved

Sear ch set of search criteria.

Create Search Define, edit, or save the criteria used to create a subset of
CAIRS records.

Ad Hoc Reports Generate reports and distributions from a current set of
search criteria.
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Organization Code Lists

View acomplete list of active DOE organizations and their
associated codes as used in CAIRS. Organizations are
grouped by field office and are listed in numerical order
from lowest to highest.

Flush/Start Over

Completely eliminate any results obtained from previous
searches, reset the selection screen, and start over in building
asearch criteria set.

Each of these selections is discussed in the following sections:

Using, Editing, or Deleting a Previously Stored Search

To generate areport from a previously stored search, select the Use Previously Stored
Search link. A list of al your previously stored searches will be displayed, as shownin

Figure 2:

Previous Selections &

Name Timestamp

®

newsearch helen

O

Query

20040225125151 |(50 CAIRS. ALLNARRATIVE TEXT="safety’ and (1 CAIRS.GICS FO="05")

0040225142044 |(01 CATR.S GICS FO="03" and 33 CAIRS GICS VCODE like "a%' and 36

newsearch helen? _C-‘URS GICS.FV_REC INI='y')

O

20040225144135 |

(70 CAIRS.GICS ADATE between '19901001" and "19910930° and 24 CAIRS GICS DEATH="n'

newsearch helen3 and 08 CAIRS GICS ATYPE=T)

@]

2004022515444 ¢

0 CAIRS.GICS ADATE between '19201001" and "1921083(' and 81 CAIRS GICS WDL>=1 and

Do sarch sl ~ |24 CAIRS GICS DEATH="n’ and 08 CAIRS GICS ATYPE=17)

@] S0l aaeaal e CAIRS GICS ADATE between 19801001 and 19910930’ and 24 CAIRS GICS DEATH=y’
bt and 08 CATRS GICS ATYPE=17)

© Test Search 1 [20040422181332 U

0 CAIRS GICS ADATE between '19901001" and '19910930" and 24 CAIRS GICS DEATH="n'
and 08 CAIRS GICS ATYPE=T)

70 CAIRS.GICS ADATE between '19901001" and '19910930" and 81 CAIRS GICS.WDL>=1 and
20040422 T (
O TestSearch2  [20040422183937 3/ ) 1o g G1CS DEATH="y* and 08 CAIRS GICS ATYPE=7)

Edit Query

Click the radio button for the search criteria you wish to use, and select the USE QUERY
command button at the bottom of the screen.

To modify a previous search, select the radio button for the search you wish to modify
and click the EDIT QUERY command button.

To delete a previous selection, select the radio button for the selection you wish to delete
and click the bELETE QUERY command button.

Creating a New Search

To create anew search, select Create Sear ch from the CAIRS SEARCH AND DISTRIBUTION
page. Thisoption allows you choose a set of criteriathat will define a search selection.
This option also allows you to save or edit your criteria. When you select Create
Search, CAIRS will display the CAIRS SEARCH SELECTIONS page containing alist of
search criteria, divided into four general categories, as shown in Figure 2.
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(ou may use check boxes or the edit hox for the fivsi iteration in a search. For additional iterations, you must use the edithox

CAIRS Search Selections

Enter item numbers and operators to make chaices:y

or select one or more of the following hoxes L2

Coded Fields

[ 01 Field Ofice

‘ [T 02 sires Office

™ 03, Opersriom Type
|

[ 04, Org Code

‘ [ 05, Case Hinuber

“— 06, Hey

[ 7. Wodtiple ace Hanber

| [T 8. Accidare Type

‘l_ 09; huvestigation Typs

10. Experiance on Equip.

‘ [T 11 Equipeere Defect

‘ ™ 12 Equipmers Beoted

13, Cemeric Actiedty

‘ [T 14 Dirert Canse

‘ [ 15, Wdirect Canse

‘ [ 17, frcides Plce

‘l_ 18, Chmer's Pramice

=
=
[ 16, Longth of Brrploymant
-

19, Evert.

‘ [ a0 gex

‘ 7 21 dcopaion

[T 22 0sHA cods

‘ [T 23 osHA Type

\I‘ 24, Deathy

™ 25, Tracfred

| [T 26 Tenminared

‘l_ 27, Hospitalization

[ ] 28, Soarrce

‘ [T 20 DPE 2ed

‘ [ 30, Body Dur

[ 21 by Type

‘ ™ 32 Bjmy Case Closed

‘ I 33 Vehicle Cods

[ 34, Seat Balt Soraibible

‘ [ 25 Set Bolt in s

‘ I 36, Accida reculted in injury

[T 37, Property Loss Code

‘ [T 35 Openiter Broked

||_ 30, Targut

Narrative Fields

[ 40, BAF Case Closed

[T so. A1 Harati (54-62)

‘ [ 51 7ob Tieke

‘ [ 52 Location

‘ [ 54, Ove-Line Dese.

‘l_ 55, Lrtivity

‘I_ &7 Equipiment

‘ [T s8. Camses Condtions

‘ I_ 60, Canses-Factors

\l‘ §1. fctions Taben

[ 62 frctions Raconmended

Date/Time Fields

| [T 0. Acciders Date

| [T 71, Accidart Vear

||_ 72, Arcident Month

| 7 73 fccident Dy

| [T 74, Time of Accider

| [T 75 Time Work Bezany

||_ 76, Dite Added

| 7 7. Dute Raericed

Numeric Fields

I 78, Buplamerparion Dare

||_ 81, Days doray

||- 82. Days Bestrirted

| [T 84 Total Dollar Loss

| " 25 DOE Dollar Loss

™ 26, ¥on D OE Dollc Loss

Continue |

End Selection | PReinitialize |

Sawve Selection |

Use/Edit Old Selection |

Figure2: The CAIRS SEARCH SELECTIONS Screen
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Y ou can create a search selection by designating criteria from the CAIRS SEARCH
SELECTIONS page as explained below.

Creating a Search Selection

The criterialisted on the SEARCH SELECTIONS page are divided into four general
categories.

C coded fields (numbers 1 - 40)

C narrative fields (numbers 50 - 62)
C date/timefields (numbers 70 - 78)
C numeric fields (numbers 80 - 86)

To the left of each criterion, or field, on the SEARCH SELECTIONS page is a check box. By
clicking in the check box, you are telling CAIRS to include the associated field in your
set of search criteria. For example, by selecting the oPErRATION TYPE field you are telling
CAIRS that you want to designate a value or range of values for the operation type as a
search criterion. (We will discuss designating the value on page .)

Thelist of fields and check boxes is provided as a simplified means of selecting search
criteria. However, be aware that CAIRS uses alogical AND to associate the fields that
you have checked in the check boxes. In other words, if you check ACCIDENT TYPE, FIELD
OFFICE, and ACCIDENT DATE, you are telling CAIRS that you want all cases of a particular
type (or range of types) that occurred at a specified field office (or range of field offices),
on a specified date (or range of dates).

If you would rather construct a search using your own operators (AND, OR, and NOT),
you must type the criteria and operators into the edit box at the top of the list rather than
selecting them with the check boxes.

If you enter criteriain the edit box, it will override any selections you have

WARNING made in the check boxes.

Y ou can define search criteria manually by entering item numbers and operatorsin the
edit box. For example, search criteria based on a direct cause or indirect cause at a
specified field office would be (14 or 15) and 1.

Once you have selected a set of search criteria, you can choose one of the options at the
bottom of the selection screen as shown in Figur e 3 and defined in the table below.

Continue | End Selaction Reinitialize |

Save Selection | Use/Edit Old Selection |
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Figure 3: The Command Buttons at the Bottom of the CAIRS SEARCH SELECTIONS
Screen

Command Button Function
Continue Accept the selected fields as the criteria set and go to
the page where you can define each of the selected
criteria.

End Selection After selecting and defining the search criteria, go to
the AD HOC REPORTS page (see Ad Hoc Reports on
page ).

Eeinitialize Erase the previously selected search criteria and start

with a clean selection page. Y ou must use this option
(or the Elush/Start Over option on the SEARCH AND
DISTRIBUTION menu) before selecting a new set of
criteria, as CAIRS will remember the old criteriaas
long asyou arein CAIRS.

Save Selection Save the selected criteria and the criteria definitions
for later use with a user-specified file name. This
button will display an edit box for naming the criteria
Set.

lse/Edit Old Selection Retrieve a previously-saved criteriaset. This button
will display afile selection window where you can
select asaved criteriaset. After retrieving thefile,
you can use it as you would any criteria set, or you
can modify and resave it, or you can saveit with a
different file name.

@ The name that you assign for your search query must be alphanumeric. The

only special character that can be used is the apostrophe (*). Inserting other
special characters such as hyphens, dashes, etc., will result in corruption of
your access to your queries.

WARNING

Normally, the next step in building a selection criteria set is to define the values of the
criteriayou have selected. When you click on the conTinuE command button, CAIRS
will present an input box for each criterion that you selected. Y ou can define the value
for each criterion in these input boxes. These boxes may be edit boxes, selection boxes,
or radio buttons, depending on the type of information required to define the value.
Figur e 4 shows the boxes used to define values for the OPERATION TYPE, SEAT BELT IN
USE, ALL NARRATIVE, and TOTAL DOLLAR LOsSS fields.




CAIRS Reference Manual — Performing Searches and Creating Ad Hoc Reports  February 2007

Total Dollar Loss

(DOE+Non-DOE)

word
|

Was Seat Belt In Use?

" Yes " Mo

Operation Type

1 = Government !
2 = Production
3=FResearch
4 = Bervices _'_J

Continue |

Figure4: Sample Boxes Used to Define Values

Y ou can use operators to help define the values entered into edit boxes. CAIRS supports
four kinds of operators: logical, wildcard, range, and numeric. These operators are
described in the CAI RS Operators section of the CAIRS Overview portion of this
document, as well asin the on-line helps.

Narrative edit boxes have additional regquirements for successful searches according to
the following conventions:

1. When searching for a narrative word, the word must always be enclosed in double
quotes.

2. A narrative search for “hammer” will recover “jackhammer,” “waterhammer,”
“hammer,” “hammers,” “hammered,” etc.

After you have defined the values for your search criteriafields, you can press the
CONTINUE button to return to the criteria selection page. Y ou will notice that the top part
of this box now contains additional information regarding the number of cases that match
your criteria (see Figure5.)
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CAIRS Search Selections

Search Criteria

(01 CAIRS.GICS5.FO="30" and 71 CATRS .GICS AYEAR= "1995" and 08
CAIRS.GICS.ATYPE= v")
found 18 records

Enter iterm nuambers to make choice ng
o] ke alreadyr erdered
(0] and 71 and 08)

I
Figure5: The Search Criteria Results

The parenthetical line directly below the words “ Search Criteria’ contains the values of
your search criteria, listed by number and field name, and the logic by which those
criteriawere associated. The examplein Figure5 saysthat criterion 1, FIELD OFFICE, iS
the Idaho Field Office (30); criterion 71, ACCIDENT YEAR, IS 1995; and criterion 8,
ACCIDENT TYPE, isvehicle. CAIRS found 18 records that match accidents that were
recorded in Idaho in 1995 involving vehicles.

Now that you have thisinformation, you may choose one of the options at the bottom of
the page, or you may choose to modify your criteriaset. For example, if your first set of
criteriarecovered too few or too many cases, you may elect to refine your criteriaand
search again. Rather than starting over, you may append logical operators and criteriato
your existing criteria set by typing the operators and criteriain the edit box as shown in
Figure 6 to further define the selection.

CAIRS Search Selections @

Search Criteria
(01 CAIRS.GICS FO="30" and 71 CAIRS.GICS ATYTEAR= "1996" )
found 202 records

Enter tem mambers to make chowce s-.gJ

o b abreachy erdered
(01 md 71

|ana 22

Figure 6: Example of Appending Criteriato Further Refine a Search

Once you are satisfied with the results, you will want to click on the END SELECTION
button that will take you to the AD HOC REPORTS menu.

Using a Search Selection

After you are finished specifying and defining the criteriafor your search, you can use
the search results to generate reports. Clicking on the END SELECTION button at the
bottom of the CAIRS SEARCH SELECTIONS page will take you to the AD HOC REPORTS page.
From here, you can select and customize reports and distributions as discussed in the Ad
Hoc Reports section on page .
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Saving a Search Selection

Occasionally, you may want to save the criteria you have selected so that you can quickly
create the search selection again. At the bottom of the CAIRS SEARCH SELECTIONS pageis
a command button called save seLecTION that will take you to the menu shown in
Figure?.

CAIRS Save Selections &

2AVE I('Fl CAIRZGICE AVEAR="2001" and 52 CAIRS GICE DEPECIFIC= 'hammer' and 01 CAIRE GICE FO="05")
AS |
Flame | Timestamp | Cuery

mave Query Digcard Querny

Figure 7. The CAIRS SAVE SELECTIONS Box

Y ou can type a name in the edit box to represent this search selection. After you have
typed the name, click on the save QUERY command button to save your selection criteria.
CAIRS will save the selection criteriaand display it under the PREVIOUS SAVES list the
next time you access this option.

The name that you assign for your search query must be alphanumeric. The
only special character that can be used is the apostrophe (*). Inserting other
special characters such as hyphens, dashes, etc., will result in corruption of
your access to your queries.

WARNING

NOTE  Using adescriptive name rather than a cryptic one (like savel, save2, etc.) will
@ help you easily locate specific selectionsin the future,

@ If you have not correctly specified the search criteria, or have not yet
generated the search selection by pressing the coNTINUE command button,

WARNING : : S

you will see the following warning:

“Your search criteria either “timed out” or has not been chosen yet. You need to make a

search or choose previous query before you can begin.”

The bISCARD QUERY command button cancel s the request to save the current selection
and takes you back to the CAIRS SEARCH SELECTIONS page.
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Creating a Search Selection

TUTORIAL

1. From the CAIRS DATABASE MODULES page, click on the Search & Distribution
hyperlink.

2. Click on the Create Search hyperlink.

3. Fromthe calrRs SEARCH SELECTIONS screen, select the check boxes for all criteria
required for your search.

4. Click onthe conTINUE command button.

5. Definethe valuesfor each of the criteriadisplayed by entering valuesin edit boxes or
by selecting check boxes or radio buttons.

6. Click on the conTINUE command button. The results of the search will appear at the
top of the CAIRS SEARCH SELECTIONS page.

7. Tofurther refine your search, append the operators and criteria onto the search string
in the edit box at the top of the page.

Saving a Search Selection
TUTORIAL

1. After building and generating a search criteria set, click on the SAvE SELECTION
button at the bottom of the CAIRS SEARCH SELECTIONS page.

2. Inthe cAIrRs SAVE SELECTIONS edit box, enter a descriptive name for your search
criteria set.

3. Click on the savE QUERY button at the bottom of the page.
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TUTORIAL Editing a Search Selection

1. Click on the REINITIALIZE command button at the bottom of the cAIRS SEARCH
SELECTIONS page.

2. Click onthe use/EDpIT oLD SELECTION command button at the bottom of the cairs
SEARCH SELECTIONS page.

3. Select apreviously-saved search criteria set by clicking on the radio button next to its
name.

4. Click onthe EDIT QUERY command button.

5. Append new search criteriato the end of the criteriain the edit box at the top of the
CAIRS SEARCH SELECTIONS page and click the coNTINUE command button.

6. Add or revise the sdlection values as desired and click the conTINUE command
button.

7. Click on the save seLECTION command button to save this selection under adifferent
name (or the same name).

10
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Exercise 1

Asyou work, write down the steps you take. These notes will act as areminder when
you take similar actions in the future.

1. Create anew search selection that contains reports for 1995 where cases resulted in a
transfer or termination.

2. Savethe search selection as 1995 Tran or Term.

3. Reinitialize the CAIRS search selections.

4. Retrieve the search selection you just saved and add the criteria that the individual
involved was female.

5. Savethe search selection as1995 Tor T Female.

6. Record the number of cases found that match these criteria.

11
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Creating Ad Hoc Reports from Search Results

Y ou can display information about the records retrieved from your search by creating
reportsin various formats. Y ou can access the report menu, shown in Figure 9, either
from the CAIRS SEARCH AND DISTRIBUTION menu using the Use Previously Stored Search
hyperlink or the Ad Hoc Reports hyperlink, or from the CAIRS SEARCH SELECTIONS page

using the END SELECTION button.

CAIRS Ad Hoc Reports

Listing User Defined

Inpury/Tliness Distribution
Figure9: CAIRSAd Hoc ReportsMenu

If you select the Use Previously Stored Sear ch link from the CAIRS SEARCH AND
DISTRIBUTION menu, you will need to select a search criteria set and then click on the use
QUERY command button. If you click on the END SELECTION command button from the
CAIRS SEARCH SELECTIONS page, the current selection shown on the search page will be
used.

If you enter the cAIRS AD HOC REPORTS Selection menu directly from the CAIRS SEARCH
AND DISTRIBUTION page using the Ad Hoc Reports hyperlink, the selection criteria that
you last entered (during the current browser session) will be used to generate the reports.

Each of the report types shown in Figure 9 is described briefly in the following sections.
The main screen for each report type contains a help icon = that will link you directly to
the on-line help system that provides a more extensive description of the specification
and content of each of the reports, as well as the definitions of the various fields included
in the reports.

12
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Listing Reports

A CAIRSlIisting provides alist of selected records in columnar format. When you select
L isting from the CAIRS AD HOC REPORTS Selection menu, you will see the screen in
Figure 10. Thisscreen will allow you to select the columns to be displayed in your
report, as well as define other options to format your report.

CAIRS Listing

Display these columns™®

[ Type of Accident| [] Type of Investigation

[IwoL [IWDLR LWD
[IDeath Daollar Losses Description
[J1Lag Days (] Add Date

) Show all detail (*) Summary Only

[ Program Office [ Field Office []Major Site
Reporting Organization [Oyear | Quarter

Case Display Options

Figure10: CAIRSListing

To select columns to be displayed in the report, click the appropriate check boxes
included in the DISPLAY THESE COLUMNS section at the top of the box. Columns that will
be included in the report are identified by check marksin the associated boxes. Y ou may
deselect an undesired item by clicking on the item’ s check box to remove the check mark.
Definitions for these items are found in the on-line help by clicking on the Help = icon.

Several summary options are also available in the report. Y ou can mark one or more of
the check boxesin the suMMARY OPTIONS section to display a summary line at each of the
selected levels. (Multiple levels can be selected.) If no summary is desired, you can
click on the selection to remove the check mark. If you choose a summary option, you
can also use the associated radio buttons to specify whether you want to display all of the
records in addition to the summary line (SHOw ALL DETAIL), or only the summary
information (SUMMARY ONLY).

If you select the option to display detail records, the displayed case numbers will be
hyperlinked to a copy of the CAIRS report. The bottom section of the report definition
box, CASE DISPLAY OPTIONS, alows you to specify whether you wish to see the full
report, only the front, or only the back of the report when using these hyperlinks.

To generate the listing, click the conTINUE command button. The listing will be
displayed as shown in Figure 11.

13
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CAIRS Listing ¥

Dollar] Number
LWD)|
Lossesjof Cases

Summary for NNSA Service Center $0.00

Summary for NNSA Off. Serv. Subs |80 50.00 3
Summary for Albuquerque Trans. 5006 |S893.00 60

Summary for DOE Cntrl Trng Acad (103 (S0.00 13
Summary for NINSA Amarillo Office |0 50,00 2
Summary for BWXT - Amtlo 1480 |50.00 74
Summary for BWXT Subcontractors |37 50.00 b
Summary for EWXT Security 1289 |83,381.00 |36
Summary for Bechtel Nv. - Amador |6 50.00 1

Summary for Bechtel Nv Las Vegas [205 [337.821.00 |14
Summary for Bechtel Nw Los Almos 106  (30.00 1
Summary for Bechtel Nevada - NTS |674  (50.00 33

Figure1l: Listing

Creating an Ad Hoc Listing

TUTORIAL

1. From the CAIRS DATABASE MODULES page, click on the Search & Distribution
hyperlink.

2. Click on the Create Search hyperlink.

3. Create asearch selection and click the END SeLECTION command button, (or retrieve
apreviously-saved selection and click on the use QUERY button).

4. Select the Listing hyperlink from the AbD HOC REPORTS menu.

5. Choose which columns you want to see, the level of detail to be included, and how
much of the report you want displayed.

6. Click on the coNTINUE command button.

14
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User Defined Reports

The User Defined option allows you to specify any of the columns from the
SEARCH SELECTIONS page to be included in a columnar report. This report can be very
useful if you desire to obtain specific data for each record in aform that can be easily
imported into your favorite spreadsheet or database package. When you select the User
Defined option from the AD HOC REPORTS menu, a screen similar to the SEARCH
SELECTIONS screen will be displayed. The top portion of this screen is shown in Figure
12.

CAIRS User Defined Reports ¥

Display these columns

Enter item numbers to make choices
Separate choices with commas

or select one or more of the following boxes

[ ] o1. Fistd Ofic [ 02. Ares 0fice (] 03. Operation Tvps
D.m.orgcm D.C'S.Caseﬁumbaf | (] 06. Key

[ ] o7. Multipls Cass Number [ ] 08. Accident Trpe e Tnvastization Trpe
[] 10. Experiznce on Equip. [ 11 Bquipment Deet | [] 12. Equipment Involved
[ 13. Gensric Activity [] 14. Diszct Cavsn [ ] 15. tndizer Canss

O 16 Lensth of Employment [ I ke e [ ] 18. Owners Premise
(1 12. Event . (1 20. 5= . (] 21. Oceupstion

[ ] 22. osHA Code (] 25. osHA Typs | [ 24, Daete

] 25 S [ 26. SEREE ] o Hhioptialin
-|:| 28, Soums [ ] 2¢. BPE Used . [] 30. Body Dant

[ ] 31. Injusy Trps B[ 155 iy Cate € [ 33 veie Tyes

[ 54 Seat Bslt Avaitable [ 35 Seat Balt in e [ ] 35. Accigent sspleadt in injusy
(] 37. Property Loss Type [] 38. Operstor Involvad (] 39. Tare=t

I:l 40, B/V Cazza Clozad

Figure 12: User Defined Report (Fields 1-40)

15
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D 53. DepartmentTD
D 56. Events

D 38, Capzes-Actions

[ ] 70. Accident Date
[ ] 73. Acrident Day

[ ] 75. Time Work Bagsn

I:‘ BO. Ags

D B3, Total Dayvs

[ ] s1. Job Titte [] s2.
| ] 54. One Line Desc. [ ss
[] 57. Equipment []se
[ ] &0, Capses Factoms ] &

D 62, Actions Recommendad

(] 71. Accident Yesr [ Eas
' [] 74. Tims of Accigent
| (] 76. Date Adgeg (17

D TE. Implementstion Dats
g
D 25

D Bl. Daye Away
D 24. Totzl Daollar Loss

I:l 36, Non-DOE Dwollsr Toss

Laocation
. Activity
. Cauzzz-Conditions

. Actioms Taken

. Accident Month

. Drata Ravizad

. Diaws Restrictad

. DOE Dwollar Loss

Title

(v} Display Database Codes () Translate Database Codes to Text

Case Display Options

(*) Full report

() Front enly

() Back only

Figure 12 (Continued): User Defined Report (Fields 41-85)

Y ou can select the fields to be included in your report in one of two ways. First, you can
define fields by placing check marks adjacent to the desired items by clicking on the
appropriate check box. When you make your selection in this manner, the order of
display for the records will be determined by the system.

If you wish to specify adifferent order to display fields, you can enter the item numbers
in the edit box separated by commas. The itemswill be displayed in the order they are

entered.

S

WARNING

Any entry in the edit box will override anything in the check boxes. If you
desire to use the check boxes after making an entry in the edit box, all
information in the edit box must be deleted.

Once you have selected the fields to include in your display, you may choose from
severa options at the bottom of the selection screen to enhance your report, e.g., add an
optional title, display database codes or text, display full report or not. Y ou can enter an
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optional title, that will appear at the top of the report, into the TiTLE edit box. (See Figure
12).

The second option determines the display of coded fields in the database. Many of the
fields in the database use simple codes to represent more complex, repetitive, textual
descriptions. The organization code is an example of acoded field. You can instruct the
system to include either the database codes (useful when you will be doing additional
manipulation of the data), or the textual equivalent of the codes (more meaningful when
you are simply viewing the list) in the output.

The final option determines the information you will see when you click on the hyperlink
to display the CAIRS report. If you have selected the case number as an item to be
displayed in the report, it will be hyperlinked to the CAIRS report. The CASE DISPLAY
OPTIONS section of the report definition screen allows you to specify whether you wish to
see the full report, only the front, or only the back of the report when using these
hyperlinks.

17
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Creating a User-Defined Report

TUTORIAL

1. From the CAIRS DATABASE MODULES page, click on the Search & Distribution
hyperlink.

2. Click on the Create Search hyperlink.

3. Create asearch selection and click the END SELECTION command button, (or retrieve a
previously-saved selection and click on the use QUERY button).

4. Select the User Defined hyperlink from the AD HOC REPORTS menul..
5. Check the boxes of the columns you want displayed in the report.
6. Provide atitle for the report, if desired, in the edit box at the bottom of the screen.

7. Choose whether to display database codes or text; and/or choose how much of the
report you want to display.

8. Click the conTINUE command button.

18
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Injury/lliness Distribution Report
To create the INJURY/ILLNESS DISTRIBUTION report, select the Injury/llIness Costs option

from the AD HOC REPORTS menu. The report criteria screen shown in Figure 14 is
displayed.

CAIRS Injury/Illness Distribution®

Display these columns®4

CxEc [IDeath LWC WDL Only
WDLR Only Sum WDL Sum WDLR Sum LWD
Average WDL Average WDLR Max WDL Max WDLR

D Term/Trans Count

Distribution Options®

(O Organization ) Operation Type (&) Accident Year (2 Accident Place

O Age (O On Premise (O Length of Employment () Experience on Equipment
O Sex 0 Occupation ) Activity (0 Loss Producing Event

O Direct Cause O Indirect Cause O Equipment ) OSHA Code

(O O0SHAType O BodyPart O Injury/Miness Type () PPE Used

O Source

O Program Office 2 Major Site (0 Field Office ) Area Office

I Co-:.

Figure 14: CAIRS INJURY/ILLNESS DISTRIBUTION REPORT Definition Screen
This screen contains two sections, DISPLAY THESE COLUMNS and DISTRIBUTION OPTIONS.

The DISPLAY THESE COLUMNS section allows you to specify which columns will appear in
your report, and include additional counts, summaries, and averages.

Thefields on which the datais to be distributed are selected from the DISTRIBUTION
OPTIONS Section at the bottom of the screen.

Definitions of each of the options in the DISTRIBUTION OPTIONS Section can be obtained
from the on-line help by clicking on the = icon.
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TUTORIAL

Creating an Injury/lliness Costs Report

1. From the CAIRS DATABASE MODULES page, click on the Search & Distribution
hyperlink.

2. Click on the Create Search hyperlink.

3. Create asearch selection and click the END SeLECTION command button, (or retrieve a
previously-saved selection and click on the use QUERY button).

4. Select the Injury/lliness Costs hyperlink from the AD HOC REPORTS menu.

5. Make the desired selections from the CAIRS INJURY/ILLNESS COSTS report definition
screen.

7. Click on the conTINUE command button at the bottom of the page to view the report.

20
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Exercise 2

Asyou work, write down the steps you take. These notes will act as areminder when
you take similar actions in the future.

1. Create anew search selection that contains CAIRS reports for the Strategic
Petroleum Reserves from 1990 through 1995 involving individuals between the
ages of 18 and 25.

2. Record the number of cases that match these criteria

3. Using this search selection, create a listing that shows the lost work days, dollar
losses, and a description for each case; contains the details by reporting
organization; and will display the full report if you click on the case number
hyperlink.

4. Record the total number of cases that were experienced by Wackenhut Services.

21
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1.

Exercise 3

Asyou work, write down the steps you take. These notes will act as areminder when
you take similar actions in the future.

Create a new search selection that contains CAIRS reports for the Oakland
Operationsin 1996 where weather was identified as either adirect or indirect
cause.

Record the number of cases that match these criteria.

Using this search selection, create a user-defined report that shows the date of the
accident, organization, case number, direct cause, and indirect cause; has atitle of
“1996 Oakland Weather-related Cases’; displays the text instead of the database
codes; and will display the full report if you click on the case number hyperlink.

22
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1.

Exercise 4

Asyou work, write down the steps you take. These notes will act as areminder when
you take similar actions in the future.

Create a new search selection that contains CAIRS reports for the Richland
Operations involving vehicle accidents resulting in total dollar losses greater than
$5000.

Record the number of cases that match these criteria.

Using this search selection, create areport of accident costs that is sorted by
occupation; uses vehicle multipliers; and shows the number of vehicle cases, the
vehicle costs, and the average costs.

Record the specified occupation with the greatest number of incidents.

23
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Organization Code Lists

This option on the CAIRS SEARCH AND DISTRIBUTION menu hyperlinks to a complete list of
active DOE organizations and their associated codes as used in CAIRS. The
organizations are grouped by field office and are listed in numerical order from lowest to
highest. Figure 15 shows a partial listing of these organization codes.

/4] CAIRS Organization Codes - Microsoft Internet Expls

=10l x|

rer
JFiIe Edit  ‘iew Favorites  Tools  Help “ &= ”|J.¢\ddress|

-

ig Organization C

Environment, Salety & Health

The organization code i3 a 7-character code that has been assighed to
each organization for the purpose of CATERS reporting and for managing
records m the database. (See discussion below)

Listing of Organization Codes and Names

+ By Field Organization

s By Area Urganization

+ By Major Site

s By Operation Type

A | rlv
3] |5 [ mbemet 4
Figure 15: Listing of Organizational Codes and Names
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Flush/Start Over

This option completely eliminates any results obtained from previous searches, resets the
selection screen, and allows you to start over in building a search criteria set. Selecting
this option takes you to a clean CAIRS SEARCH SELECTIONS menu as discussed previously
in the Search Selections section. Since CAIRS maintains the search criteria selection as
long asyou arein CAIRS, you must reinitialize or start over before creating a new search
selection.

25
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Exercise Solutions

Exercise 1

1. Create anew search selection that contains reports for 1995 where cases resulted in a
transfer or termination.
a. Select Create Search from the CAIRS SEARCH AND DISTRIBUTION page.
b. Enter (25 or 26) and 71 in the edit box at the top of the CAIRS SEARCH
SELECTIONS SCreen.
c. Click the conTINUE button at the bottom of the page.
d. Enter 1995 in the ACCIDENT YEAR edit box and leave the radio buttons marked as
Yes.
e. Click the conTINUE button at the bottom of the page.

2. Savethe search selection as 1995 Tran or Term.
a. Click the save seLEcTiION command button at the bottom of the page.
b. Enter 1995 Tran or Term in the edit box on the CAIRS SAVE SELECTIONS page.
c. Click onthe save QUERY command button.

3. Reinitialize the CAIRS search selections.
a Click the REINITIALIZE command button at the bottom of the cAIRS SEARCH
SELECTIONS page.

4. Retrieve the search selection you just saved and add the criteria that the individual
involved was female.
a. Click the use/EDIT oLD SELECTION command button.
b. From the PREVIOUS SELECTIONS list, click on the radio button next to the 1995
Tran or Term search selection.
Click on the EDIT QUERY command button.
Append and 20 to the text in the edit box at the top of the page.
Click the conTINUE command button.
Mark the radio button next to Femalein the SEx oF EMPLOYEE bOX.
Click the conTINUE command button.

@™o aoo

5. Savethe search selection as 1995 Tor T Female.
a. Click the save seLecTioN command button at the bottom of the page.
b. Enter 1995 Tor T Femalein the edit box.
c. Click onthe save QUERY command button.

6. Record the number of cases found that match these criteria. (As of 2-10-98, the
number was 6.)
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Exercise 2

1. Create anew search selection that contains CAIRS reports for the Strategic
Petroleum Reserves from 1990 through 1995 involving individuals between the
ages of 18 and 25.

Select Flush/Start Over from the CAIRS SEARCH AND DISTRIBUTION page.
Click the check boxes next to item numbers 1, 71, and 80.

Click the conTINUE button at the bottom of the page.

Enter 96 in the FIELD oFFICE coDE edit box, between 1990 and 1995 in the
ACCIDENT YEAR edit box, and >=18 and <=25 in the AGE OF EMPLOYEE edit
box.

Click the conTINUE button at the bottom of the page.

2. Record the number of cases that match these criteria. (As of 2-10-98, the number
was 28.)

3. Using this search selection, create a listing that shows the lost work days, dollar
losses, and a description for each case; contains the details by reporting
organization; and will display the full report if you click on the case number
hyperlink.

Click the END SELECTION command button at the bottom of the page.

Select the Listing hyperlink on the CAIRS AD HOC REPORTS page.

In the DISPLAY THESE COLUMNS section of the CAIRS LISTING menu, put a check
mark next to LwD, DOLLAR LOSSES, and DESCRIPTION.

In the SUMMARY OPTIONS section, click the sHow ALL DETAIL radio button and
make sure only the REPORTING ORGANIZATION check box is marked.

In the CASE DISPLAY OPTIONS section, click the FuLL REPORT radio button.
Click the conTINUE button at the bottom of the page.

4. Record the total number of cases that were experienced by Wackenhut Services.
(Asof 2-10-98, the number was 7.)
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Exercise 3

1. Create anew search selection that contains CAIRS reports for the Oakland
Operationsin 1996 where weather was identified as either adirect or indirect
cause.

Select Flush/Start Over from the CAIRS SEARCH AND DISTRIBUTION page.
Enter (14 or 15) and 1 and 71 in the edit box at the top of thelist.

Click the conTINUE button at the bottom of the page.

Enter dw in the DIRECT CAUSAL FACTOR CODES edit box, %iw% in the
INDIRECT CAUSAL FACTOR CODES edit box, 80 in the FIELD OFFICE CODE edit
box, and 1996 in the ACCIDENT YEAR edit box.

Click the conTINUE button at the bottom of the page.

2. Record the number of cases that match these criteria. (As of 6-23-98, the number
was 12.)

3. Using this search selection, create a user-defined report that shows the date of the
accident, organization, case number, direct cause, and indirect cause; has atitle of
“1996 Oakland Weather-Related Cases’; displays the text instead of the database
codes; and will display the full report if you click on the case number hyperlink.

Click the END SELECTION command button at the bottom of the page.

Select the User Defined hyperlink on the CAIRS AD HOC REPORTS page.

In the DISPLAY THESE COLUMNS Section, enter 70, 4, 5, 14, 15 in the edit box at
the top of thelist.

Enter 1996 Oakland Weather-Related Casesin the TITLE edit box at the
bottom of thelist.

Click the radio button next to TRANSLATE DATABASE CODES TO TEXT.

In the CASE DISPLAY OPTIONS Section, click the FuLL REPORT radio button.
Click the conTINUE button at the bottom of the page.
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Exercise 4

1. Create anew search selection that contains CAIRS reports for the Richland
Operations involving vehicle accidents resulting in total dollar losses greater than
$5000.

Select Flush/Start Over from the CAIRS SEARCH AND DISTRIBUTION page.
Click the check boxes next to item numbers 1, 8, and 84.

Click the conTINUE button at the bottom of the page.

Enter 75 in the FIELD OFFICE edit box, select Vehicle from the ACCIDENT TYPE
selection box, and enter >5000 in the TOTAL DOLLAR LOSS edit box.

Click the conTINUE button at the bottom of the page.

2. Record the number of cases that match these criteria. (As of 6-23-98, the number
was 50.)

3. Using this search selection, create areport of accident costs that is sorted by
occupation; uses vehicle multipliers; and shows the number of vehicle cases, the
vehicle costs, and the average costs.

Click the END SELECTION command button at the bottom of the page.

Select the Accident Costs hyperlink on the cAIRS AD HOC REPORTS page.

In the oPTIONS section of the CAIRS ACCIDENT COSTS menu, select the SORT BY
DISTRIBUTION radio button and |leave the other two radio buttons marked Y es.
In the DISPLAY THESE COLUMNS section, select only the Avg Cost from the ALL
CASES selection box and the Vehicle Case Count, Vehicle Cost, and Avg
Vehicle Cost from the VEHICLE CASES selection box. To deselect the last item
or to select multiple items from a selection box, hold down the control key
while clicking with the mouse pointer.

Under DISTRIBUTION OPTIONS, click the occupATION radio button.

Click the conTINUE button at the bottom of the page.

4. Record the specified occupation with the greatest number of incidents. (Asof 6-
23-98, truck drivers recorded 50 incidents.)
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